Viewing Transactions by Member

Introduction This guide provides the procedures for viewing all transactions by member

that require approval, whether they are pending, approved or denied. The
CGHRS user role is required for this action. This does NOT display PCS,
Reserve or Separation Orders.

This is a useful tool for locating transactions sent to an erroneous emplid or to
see specific details for a transaction including when it was approved/denied

and by whom.
Procedures See below.
Step Action
1 From the Requests tab, click the View My Requests (all types) link in the Self

Service Requests pagelet.

My Page Self Senvice | Requests |
Self Service Requests =
Submit an Absence Reguast Wiew My Absence Reguests
Submit & Delegation Request Wiew My Reguests (all types)
=zer Access Reguest Submit a Dnll Request

Continued on next page



Viewing Transactions by Member, Continued

Procedures,
continued
Step Action
2 The View My Action Requests page will display. Click the Approve/Deny link.
View My Action Requests
Simone Biles

1. "My Submitted Requests' allows member to bring up only their Action Requests.

2. "Requests | am Approver For allows approver to bring up only those Action Requests submitted to them.

3. "All Requests' allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user to select a particular transaction (i.e., Absence Request, Delegation, etc.)

5. Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of "Pending’.
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

i) My Submitted Requests @] Requests | am Approver For Oan Requests
Transaction Name: [All Transactions v|
Transaction Status: [Pending v|

Submission From Date: ]

Submission To Date: El - Populate Grid | . Refresh
Customize | Find | “iew Al | El | First 4 10f1 ] Last
Transaction Name 5Status  Member Member's Last Name Member's Emplid Member's Deptid Submitied By Approver Submission Date  Approve/De
Approve/Deny

[ Order Approvals

Customize | Find | View 21 | B |

Transaction Name Statuz Member Member's Emplid Submitted By Approver Submission Date App Deny
Approve/Deny

3 Click the Add a New Value tab.
Action Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

FULEIS S R V- | Add a New Value

Maximum number of rows to return (up to 300): |300

Search by: |EmplID w |begins with |

Search :Advanced Search

Continued on next page




Viewing Transactions by Member, Continued

Procedures,
continued
Step Action
4 Now click the Find an Existing Value tab.

Action Request

| Eind an Existing Vaiue | ELEIRZ

Empl ID: ||7Q5

Empl Record:[ /3,
Category: | @,
Action: |

Add

Enter the member’s Empl ID and hit Search.

Action Request

Find an Existing Value Add a New Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300): |3|IID

Search by: |EmplID \ |begins with{1234567

Search  JAdvanced Search

Continued on next page




Viewing Transactions by Member, continued

Procedures,
continued

Step Action

6 The list of transactions for that member will display. Select a transaction to see
additional information.
Action Request

Enter any information you have and click Seanch. Leave fields blank for a list of all values.

Find an Existing Yalue Add a New Value

Maximum number of rows to return {up to 300): |300
Search by: [EmplID v |begins with (1234567

Search :Aduanced Search

Search Results

Wiew All First [4] 1-270f27 [»] Last
Empl Il Empl Record Category Action User ID Seguence Number
12345670 FPAYROLL ABSENCE_REQUEST T65432137
12345670 PAYROLLABSENCE_REQUEST 765432138
12345670 PAYROLL ABSENCE_REQUEST 765432139
‘|‘1 2345670 PAYROLL E.AH_HF’F’ﬁDVﬁL_REQLIEST 33333331
[1234567 0 PAYROLL CG_EABP_APPROVAL_REQ 44444447
12345670 FPAYROLL FAMILY _SEPARATION_ALLOWANCE 2223337 2
12345670 PAYROLL FAMILY _SEPARATION_ALLOWANCE 22222223
12345670 PAYROLL|FAMILY _SEPARATION_ALLOWANCE 5555555 1
12345670 FPAYROLL MEALRATE_REQUEST 33333331
12345670 PAYROLL OTPI_APPROWAL 4444444 1
12345670 PAYROLL PAY_CORRECTION_REQUEST 22222221

Continued on next page




Viewing Transactions by Member, Continued

Procedures,
continued

Step Action

7 This will show details about each transaction including the auditor and status.
Action Request

BAH Approval
Douglas, Gabby

Request Details

Effective Date: 061152015

| GetDetails |
Request Information
Change Reason: Transfer Effective Status: A

Quarters Status: ‘With dependents; Mbr and deps
Zip: 32223
Fair Rent: 0
Rate: 1620
Entitle Amount: 1620

Request URL

Click here to view additional request information.

Comment:

| Approve | | Deny

— Request Status:Approved
Approvers

Approved

V’ Aly Raisman
COHRSUP for Users SPO
O6MTMS - 834 AM

8 Hit the back button on your browser to return to the page.




